
HANDLING CONGRESSIONAL CORRESPONDENCE
RECEIVED VIA HEADQUARTERS LEGISLATIVE 

AFFAIRS INQUIRIES DIVISION (CODE LD)

Dryden Flight Research Center
DCP-X-018
Revision: A

Objectives:
-to provide prompt, thorough, and accurate
 response to Correspondence Requests

Electronically Approved By:
Associate Director

START

Receive 
Correspondence 

Request
(See Note 1)

Notify center 
director of request 

External Affairs 
Congressional Liaison

Recommend 
appropriate 

steps/offices for 
action

Evaluate response 
date assigned by 
inquiries division 

code LD

Can response 
date be met?

Negotiate a revised 
due date with the 

office of legislative 
affairs inquiries 

division 

No

Identify all the 
pertinent issues, 

research, and 
collect information 

Yes

to next 
page

Send 
Correspondence 
Request to DFRC 

Headquarters
(Legislative  Affairs 
Inquiries Division 

Code LD)

Page 1 of 2

Note 1:
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